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Proprietary copyrights to this documentation and the software described hereto are vested in
Asseco Data Systems A g A 0K AdGa &aSFd Ay DRFZai|{z dz & Wy
protected by the Copyright and Related Rights Act (Journal of Laws No. 24, item 83 of February

4, 1994, as amended). The following documentation is distributed under the granted license.

H® LYUNRPRdAzOUAZ2Y

TheCertum e-Deliveryservice enables the handling of registered electronic mail in accordance
with the requirements of the Act of November 18, 2020, on electronic deliveries (Journal of Laws
2020, item 2320)This manual presents the options offered within the Certuedivery service,
demonstrates the functionalities and features of the mailbox, and focuses on guiding the User
through the processes of: sendirgnsigiment (in three modes: registered, registered with
confirmation, registered with signature), receivingonsgnment(in three modes), extending

the tariff plan, inviting a user or authorizing them within the User's maild®ach event in the
mailbox triggers appropriate notifications, referred to as alerts.

od wSIljdZANBYSY(a

TheCertume-Deliveryservice is supported by a web browser.
IMPORTANT INFORMATION!
Supported browsers are:

1 Google Chrome

Additionally, to generate onime tokens used for logging in, it is necessary to have a mobile
device with Android or iOS and the SimplySign application.

certumpl
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Activating the service requires identity verification using one of three methods:

1 At a Partner Poing through an inperson meeting.

1 With the mObywatel application or-¥ ¢ used to confirm your identity.

1 With aqualified electronic signature used to sign the application for mailbox creation
(this method does not support oAEme signatures).

Upon successful identity verification, an account is created in the CeriDelieery service. After
account creation, the necessary activation details are sent to the email address provided during
identity verification.

Vd Ta Pa

pd® [23FIAYyI Ayidaz2z GKS { SN

:ITo log in to the service, go to the websitdtps://edoreczenia.certum.plAfter accessing
the website, the login window will appear, where the User must enter their login (email) and
password. It is also possible to switch the service language between Polish and English. After
entering the correct username and password anakatig the | Y button, the next
window will appear.

certumpl
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© Certum

v QIreco

Login

E-MAIL

PASSWORD

Forgot password?

Figure 1 Logging into the Service Step 1: Entering Username and Password.

STEP An the next window, as shown below, the User must enter a-time token (code)
generated in the SimplySign mobile application.

certumpl
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© Certum e

ov QI E2CO

< Return

Enter the token

from the SimplySign mobile applicationn

TOKEN

Figure 1.1Logging into the Servicg Step 2: Entering the On€ime Token

STEP 3After the User enters and confirms the correct token from the SimplySign mobile
application, they will be logged into the CerturriDelivery servicef the User has access to
multiple mailboxes, a screen will appear where they must select the active mailbo

certumpl
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SELECT MAILBOX (2) <

& ACTIVE

firmowa asseco
CITIZEN

Role : Owner

& ACTIVE

Pawet Wojta
CITIZEN
Role : Owner

Log in to another account

Figure 1.2Logging into theServiceg Step 3: Selecting the Mailbox

Once the User has successfully logged into the mailbox, they will have access to the Panel,

which allows them to manage the active mailbkis is referredto asthe a | A v ofthe/ S ¢
service

"e—l}oreczenia Q sea g @ N ® &
Adam Nowak v C VAN
E 20449- 2588 -]

) o All ®
™ Send a consignment

Jan Kowalski consented consignment from Jan Kowalski T4DNI 1213 16 May 2025

& r

Sent

Draf

Contact:
<1% 28 KBOF 50GB

Figure2a al Alyy St ¢ 2F UKS { SNIWAOS
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The Main Panel of the CertumZelivery mailbox is divided into the following logical sections:

1. CGonsignmentList.
2. Section for Changing the Active Mailbox.
3. GonsignmentManagement Section, including:
1. Creatingconsignment
2. List of receivedonsignment
3. List of sentonsignment
4. List of draftconsignment
5. List of deletecconsignment
4. Tools Section, including:
1. "Contacts}
2. "Massconsignmerit.
A section showing the level of use of the box and the choice of tariff plan.
6. Section with auxiliary buttons:
1. dHelg;
2. &/ KI y3S éftefgrdtdzheddhguage in which the Panel is displayed:;
3.a{Sh{iAy3Aa
4. linkstog h G KSNJ / SN&idzy LINBRdzOU &
5 a! &SNJ
7. ConsignmentFinder.

o

The numerical labels in the illustration correspond to the sections described above.

 J e-Doregczenia ‘ ‘ @
® v c

consented consignment from Jan Kowalski DNI 124316 May 2025

O]

ING THE MAILEBOX
Skrzynka e-Doreczenia s
Premium

28 KB OF 50 GB

Figure 3 Main Panel of the Service Section Breakdown

certumpl
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Section 2, which allows switching the active mailbox, contains additional hidden options. When
the User clicks on this section, a dropdown window appears with matbtails and available
options. They are:

1 mailbox information: name and status (active or inactive);
1 ADE number with a quick copy option;
1 mailbox owner details;
T status of correspondence with public institutions (enabled or disabled);
T number of receiveadtonsignment
T dalAfo2E {SlidAy3aé 2LINA2YT
T mailbox switch option;
1 logout option.
"e—Doreczenia Q ® N ® 8 2

27 z potwierdzniem 15715 Apr 2025

27 tematttt 11:51 15 Apr 202

AE:PL-85538-40717-WVSAW-27 temat tryb 246 1 Apr 2025
Removed

AE:PL-85538-40717-WVSAW-27 temat 2:44 1 Apr 2025

Figure 4 Mailbox Management Panel.

c®{ Std&aAyIa

When selecting thé option, the User is redirected to the Panel, which is
divided into the following tabs:

GDSYSNI f €

Gal At02EET

G ! asSNE
Gb20AFATOlF GA2Y a

=A =4 =4 =4
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GC2f RSNEE

G[ I gSt aé

awdz Sasé

GCFNRAFF tflyé
G! oaldrdt A QF GA2Y €

=A =4 =4 =4 A

The following presented screenthatA f f aK2 g gKSynoéd KSEa288A 3D

“7 e-Doreczenia Q ® N @ 8 2

« Settings

General Mailbox Users Notifications Folders Labels Rules Tariff plan  About application

Inbo: General
ent
Xp  Language English
Draft
Removed $¢  Tariff plan Skrzynka e-Doreczenia Premium

Confirm opening of extemal links

USING THE MAILBOX

Figure5al Af 02E ZZ{ SGiGAy3a¢od

cdPm aD

(0p])
<
W
Z
-
M-
&
(@]}

Ly Gda&arl tab, the following options are available:

1 changing the language in which the Panel is displayadrently, Polish and English are
available;

1 information about the tariff plan assigned to the active mailbox;

1 enabling/disabling the option to confirm each action of opening external links.

Below is the tab {* ", which is the default tab when selecting the optiof '

certumpl
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*7 e-Doreczenia Q @ mw @ 2 2
Adam Nowak .
. « Settings
General Mailbox Users Notifications Folders Labels Rules Tariff plan  About application
Send a consignment
Inbox General
Sent
¥ Languag English

Removed

48 Taiiff pla Skrzynka e-Doreczenia Premium

Confirm opening of extemal links

HE MAILBOX

c o

In the '

Figure 6 Settings ¢ DSY SNJ £ ¢ (I o

H dal Afo2EE¢ ¢1I o

'Mailbox" tab, the following information about the currently selected mailbox is

presented. The following can be found here:

=A =4 =4 -4 4 -4 4 -4 -4 -8 -4

mailbox name;

mailbox status information, e.g., active, maildming closed
mailbox owner details

ADE address of the active mailbox (with an automatic copy address gption)
information about any mailbox extension;

purchase history;

option to change the tariff plan;

type of tariff plan;

dates of the selected tariff plan duration;

historical data about the tariff plan usage;

data regarding mailbox usage.

If the mailbox limit is exceeded, the User will receive the following notification:

certumpl
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Osiggniecie limitu skrzynki

W dniu 2024.04.18 07:20:01+0000 przekroczono maksymalna pojemnosc dia skrzynki
AE:PLA1067-18185-AFIVB-32. MozZesz zmienic pakiet skrzynki na wyZszy lub

wykasowac niepotrzebne wiadomosci.
Uwaga!

Przekroczenie maksymalnej pojemnosci, powoduje Ze wysytanie i odbieranie wiadomosci

od podmictéw niepublicznych bedzie niemozliwe.

SKRZYNKA
AE:PL-41067-18185-AFIVB-32

Figure 7 Notification of reaching the mailbox limit
How to Change theariff plan?

To change the subscription to another one, select théange Subscriptionoption, which is
located below the active mailbox usage detalils.

certumpl
Pagel4d infolinia@certum.



Q¢
Q¢
u»
O«
N

/ 2LBNAIKG 6 ! 5|

« Settings

General Mailbox Users Notifications Folders Labels Rules Tariff plan  About application

Mailbox

RRENT MAILBOX E

& Adam Nowak

AE :PL-20449-25603-ROJHF-09 ®

Current parameters are not enough? Change subscription

+ Premium

Figure 8 Settingshall Af 62E¢ ¢ 6

If the current mailbox tariff plan is nearing its end, the User will receive a notification via email
regarding the expiring plan and the date until the current plan is valid.

certumpl
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© Powiadomienie o zblizajgcym sie
obnizeniu abonamentu

Za 6 dni korczy sie abonament skrzynki AE:PL-69356-99450-HVSDE-29. Przeduz

abonament, aby dalej korzystac z ustugi ptatnej.

SKRZYNKA
AE:PL-69356-99450-HVSDE-29

Figure 9 Notification regarding the expiring active mailbox plan.

If the User does not take any action and doesmaichase a new paid plan, the mailbox will
switch to a free subscription.

© Powiadomienie o obnizeniu abonamentu
Abonament platny skrzynki AE:PL-83884-31583-CUWWC-18 dobiegt korica. Skrzynka

zostaje przeftaczona na abonament darmowy, z ograniczonym czasem przechowywania

przesytek | dostepem tylko dla wiasciciela skrzynki.

SKRZYNKA
AE:PL-83884-31583-CUWWC-18

Figure 10Noatification of downgrading the mailbox subscription.

certumpl
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However, if the User decides to purchase a different tariff plan, selectingCtine

option in will redirect them to the [
https://sklep.certum.plfdoreczeniecertumprzedluzenidub-zmianaplanu.html . There, they
can continue the process of purchasing a new plan for their mailbox.

e-Doreczenia Certum: Przedtuzenie lub
zmiana planu

Figure 11Process of purchasing a new mailbox tariff plan
If the User:

T has a Free mailbox without the free package for sending mail tepuntic entities and
individuals

OR
1 has a Standard or Premium mailbox but wants to purchase additional mail,

They can do so via the following padmtps://sklep.certum.pl/edoreczeniaprzesylki.html

Below is the process of purchasing a mail package.

certumpl
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e-Doreczenia Certum - Pakiety
przesytek

Pakiet przesylek do kwalifikowane] usiugi e-Doreczenia Certum umozliwi Ci wysylanie przesylek do firm i 0sob

fizycznych.

Aby mée skorzystaé z pakietow niezbedne jest posiadanie aktywnej skrzynki w ushudze e-Doreczenia Certum.

ilo$¢ przesytek * wybierz

Liczba : 1

od 11,07 zt brutto
od 9,00 zt netto

= -

Figure 12Mail package purchase process.

6.2.1"Purchase History'Section

In this section, Users can find information about:
1 "PasPlans”

1 "PresentPlans;
T "UpcomingPlans"

For each plan, details are provided regarding the service activation date, expiration date, and
the tariff plan code.

q e-Doreczenia Q Search by consignment subject @ ™ @ 8 &

firmowa asseco

AE:PL-71312-55342-ABCDE-33 1B Current parameters are not enough? Change subscription
) O Purchase history
™ Send a consignment
PRESENT PLAN
free | [468]
Inbox DetailsA
Sent 4 GB of space for consignments
0 business conignments / per year
Tuser
Drafts 0 SMS numbers
0 SMS notifications
Removed
TOOLS

USING THE MAILBOX

Figure 13Settingsg "Mailbox" Tab ¢ "Purchase History" Section

certumpl
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This tab also allows expanding an additional settings panel by selépting ,tis
located on the right side of the window view. To expand it, click on it.

You can find options such as:

T "Switch Name,"
1 "RenameName,"
T "EnableCorrespondence with Public Institutidhs,
T "Suspend Mailbok,
1 dalAfo2E ! alF3aS wSLR2NIIE
1 at dzZNOKF &S | bS¢ al Afo2EXE
1 "Close Mailbox."
NOTE
The ADE Owner role also has access to "the option. This allows Users to

completely resign from the Certum-[Belivery service and PERMANENTLY close the selected
mailbox.
=This action is irreversible. Once closed, the mailbox cannot be restored.

When the User selects this option, an email will be sent to the notification email address provided

Ay GeiBgbE ¢ KS SYIFAf gAftft O2yidlFAYy AYF2NXIGAZ2Y |
process, including the date when the User will completely lose access to the service. Additionally,
another email will be sent with a link to download mail along with theargbs from the closing

mailbox. The email will also specify the deadline for downloading the archived data.

Below is an example of the email received by the User upon the initiation of the mailbox
closure process.

certumpl
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© Powiadomienie o rozpoczeciu procesu
zamykania abonamentu

Rozpoczeto proces archiwizacji przesylek i zamykania skrzynki AE:PL-41067-18185-
AFIVB-32. Wkrotce otrzymasz informacje o moZliwosci pobrania archiwow przesylek.
Tresci przesytek nie beda diuzej dostepne na skrzynce. Za 3 dni (2024.04.23 22:00)

utracisz rownieZ dostep do archiwow przesytek, oraz samej skrzynki.

SKRZYNKA
AE:PL-41067-18185-AFIVB-32

Figure 14 Notification regarding the mailbox closure process.

Once the archiving process of mail is completed, the User will receive the following email
containing a link to the archived data:

certumpl
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Powiadomienie o zarchiwizowaniu przesytek
skrzynki

Zakonczone proces archiwizacji przesytek ze skrzynki AE:PL-86374-64676-JEJUW-19.
Tresci przesytek nie s3 juz dostepne na skrzynce. Mozesz je pobrac, wraz z dowodami ich
przetwarznia, z nastepujgcych adreséw hitps:iledoreczenia.dev.certum.pl/pxy?
resource=https:/ipliki.edoreczenia.dev.certum.pl/AEPL -86374-64676-JEJUW-19/
archive(CERTUM-M5-d917d8c2-6983-4652-8ab0-ce7099d99475-——CERTUM-MS-
62c5d7fb-8b5b-4b41-34b9-5d46bclel 32c.zip przez 20. Po tym czasie utracisz rowniez

dostep do archiwdw, oraz samej skrzynki.

DOWOD

CONSIGNMENTS_CONTENT_ARCHIVE_EXPORTED :
Zarchiwizowanie przesylek skrzynki

DOWOD POWSTALY: 2024.02.26 14:23:13+0100

PRZESYEKA NADANA: null

3 OD (ADE):
AEPL-86374-64676-JEJUW-19

[+ DO (ADE):

Figure 15 Notification about the archiving of mail in the mailbox

Page?21
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49 e-Doreczenia
Adam Nowak
< Settings

General  Mailbox Users Notifications Folders Labels Rules Tariff plan  About application

|

Inbox Mailbox Mailbox actions
Sent - Ren
RENT MAILBOX
e onden
. & Adam Nowak
oiZEN
Removed AE :PL-20449-25803-ROJHF-09 ®

Figure 16 Settingsc "Mailbox" Tab ¢ Option ¢ "Mailbox Actions™

6.3 "Users Tab

This tab contains information about the person currently logged into the account on the active
mailbox, an option for inviting and authorizing users, as well as the ability to manage individuals
using the mailbox.

certumpl
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« Settings

General Mailbox Users Notifications Folders Labels Rules Tariff plan About application

Users

IRRENT USER

& Adam Nowak

Owner - adam.nowak.ads@rm

2+ INVITATIONS AND AUTHORIZATIONS Q 2+ New person

re
o)

Figure 17 Settingsg "Users” Tab

6.3.1"Current User"Section

In the "Current User"section, information is displayed regarding the role of the logiedser
and the email address through which they were invited to the active mailbox.

Users

& Adam Nowak

Figure 18 Settingsc "Users" Tabg "Current User" Section

certumpl
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6.3.2"Invitations andAuthorizations' Section

This section displays information about individuals who have been invited underthe
section to manage the active mailbox.

Users can withdraw an invitation or check how many days remain for its acceptance.

Figure 19 Settingsg "Users" Takg "Invitations and Authorizations" Section.

A detailed guide on inviting and authorizing users to manage the mailbox is provided in the
"Invitations and Authorizations"section.

6.3.3"Users"Section

This section providesptions for inviting and authorizing other users to fulfill selected roles
within the active mailbox.

& USER  Q

Jan Kowalski Owner ACTIVE jan.kowalski.ads@mailinator.com &+

Figure 20 Settingsg "Users" Tabg "Users" Section

certumpl
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6.4 "Notifications" Tab

This tab allows users to add and remove channels through which notifications can be received.
Notifications inform the user about events, updates, or necessary actions related to the mailbox.

Currently, notifications can only be set up through:

1 e-mail addresg available in all plans,
T notification phone number (1g availability depends on the selected plan,
T notification phone number (29 availability depends on the selected plan.

< Settings
General Mailbox Users Notifications Folders Labels Rules Tariff plan  About application

Notifications

MANNER OF NOTIFICATION?

adam.nowak.ads@mailin o)

WHICH NOTIFICATIONS ARE TO BE ACTIVE?

Nhen | send £E3 When I receive & Globa

@ E-ma = 2/7 notifications &

Figure 21 Settingsc "Notifications" Tab

certumpl
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6.4.1dManner of NotificationK &Section

In the field, users must enter the email address where all notifications
regarding the selected active mailbox will be sent.

Notifications

MANNER OF NOTIFICATION?

Figure 22Settingsc "Notifications” Tab¢ "Notifications" Section
" E:mail for notification" Field

Figure 23 Settingsg "Notifications" Tabg "Notifications" Sectiong "Phonenumberfor notification " Field.

To receive notifications via phone, the number must be entered asligiDsequence, without
the country code (e.g., +48). To confirm the entered data, selectaheckmark'icon. To delete
the saved data, select th#rash bin"icon.

6.4.2" Which notifications are to be activé' Section

This section categorizes notifications into three logicatsils:

1 &2 K Ssghd;
1 &2 K Sgteie"
9 aDf 201 f
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Subtab ¢ "When | send"”

This section allows users to configure notifications related to sending mail.

To adjust selected notifications, click the gear icawindow will appear, allowing you to
enable/disable specific notifications.

WHICH NOTIFICATIONS ARE TO BE ACTIVE?

8 2/7 notfieation ®

Figure 24 Settings- Tab- "Notifications" - Subtab - "When| Send".

Some of them are default settings. They are set permanently and cannot be turned off. This is
due to the regulations imposed on thel@elivery service.

1 Default notifications marked with a white backgrounglFigure 37 Subtab - "Whenl
Send™ checkbox "Default Notifications".

T Optional notifications when enabled, are marked with a blue backgrourfigure 38
Subtab - "Whenl| Send'- checkbox "Select Additional Notifications"

1 For each group, the number of enabled notifications and the total number of possible
notifications for that group are displayed next to each notification channel.

Available types of notifications related to sendicwnsignment

"Acceptance of package sending

"Rejection of package sendihg

"Issuance of Confirmation of Sending

"Issuance of Confirmation of Receéipt

"Download evidence of Expiration of time to accept/reject package
"Download evidence of Packadelivery’,

"Download evidence of Package delivery €fror

=A =4 =4 =4 4 -4 4
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Below are the notifications that are set by default:

Notifications to e-mail address
+ Acceptance of package sending
Vv Rejection of package sending

[ Issuance of Confirmation of Sending

[ Issuance of Confirmation of Receipt

["] Download evidence of Expiration of time to accept/reject package
I:J Download evidence of Package delivery

E\ Download evidence of Package delivery error

Cancel

Figure 25 Settings- Tab- "Notifications" - Subtab - "When | Send" - checkbox "Default Notifications".

Below are thenotifications that have been additionally selected, in addition to the default
settings:

Notifications to e-mail address

" Acceptance of package sending

~ Rejection of package sending

Issuance of Confirmation of Sending

Issuance of Confirmation of Receipt

'_] Download evidence of Expiration of time to accept/reject package

| Download evidence of Package delivery

(| Download evidence of Package delivery error

Figure 26 Settings- Tab- "Notifications" - Subtab - "When | Send"- checkbox "Select Additional
Notifications".
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Subtab - "When | Receie"

Thissection sets notifications related to receiving mail. To set the selected notifications, click
the gear icorg a window will appear allowing you to enable/disable specific notifications.

WHICH NOTIFICATIONS ARE TO BE ACTIVE?

& When | send &4 When | receive & Global

E-mail
@ E-mal & 3/8 notifications o

Figure 27 Settings- Tab- "Naotifications" - Subtab - "When | Receie".

Some of them are default settings. They are set permanently and cannot be turned off. This is
due to the regulations imposed on thelxelivery service.

1 Default notifications marked with a white backgroungFigure 40 Subtab - "Whenl
Receie" - checkbox "Default Notifications".

1 Optional notifications when enabled, are marked with a blue backgrourfeigure 41
Subtab - "Whenl| Receie" - checkbox "Select Additional Notifications".

1 For each group, theaumber of enabled notifications and the total number of possible
notifications for that group are displayed next to each notification channel.

The available types of notifications related to receiving mail are:

"Receipt acceptance required

"Acceptance of pralelivery noté;

"Rejection of predelivery not€;

"Expiration of time to accept/reject package
"Remove packagde

"Notification of readiness of package recéjpt

=A =4 =4 -4 -4 -4
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1 "Delivery of the packade
1 "Package delivery errgr

Below are thenotifications that are set by default:

Notifications to e-mail address

+ Receipt acceptance required

D Acceptance of pre-delivery note

["] Rejection of pre-delivery note

~ Expiration of time to accept/reject package
[ Remove package

+ Notification of readiness of package receipt
[] Delivery of the package

[:] Package delivery error

Figure 28 Settings- Tab- "Notifications" - Subtab - "When | Receie" - Default notifications'.

Below are the notifications that have been additionally selected, in addition to the default
settings:

Notifications to e-mail address

v/ Receipt acceptance required

[} Acceptance of pre-delivery note

Rejection of pre-delivery note

+ Expiration of time to accept/reject package
Remove package

v Notification of readiness of package receipt
[ Delivery of the package

[ Package delivery error

Cance'

Figure 29 Settings- Tab- "Natifications" - Subtab - "When | Receie" - checkbox "Select Additional
Notifications".
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a Dt 2 Subthbé

This section sets the global notifications associated with the active mailbox.

To set the selectedotifications, click the gear icana window will appear allowing you to
enable/disable specific notifications.

WHICH NOTIFICATIONS ARE TO BE ACTIVE?

= When | send £3 When | receive B Global

E-mail
@ E-mal & 12/18 notifications o

Figure 30 Settings- Tab- "Notifications” - Subtab - "Global."

Some of them are default settings. They are set permanentlycandot be turned off. This is
due to the regulations imposed on thelelivery service.

1 Default notifications marked with a white backgrounglFigure 43 Subtab - "Global"-
checkbox "Default notifications'

1 Optional notifications when enabled, are marked with a blue backgrowrfigure 44
Subtab - "Global"- checkbox "Select Additional Notifications

1 For each group, the number of enabled notifications and the total number of possible
notifications for that group are displayed next to each notification channel.

There are possible types of global notifications for the mailbox:

T OANotification email address chan@eT
1 dNotification phone number changeT
T oNotify about change privilege T
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oNotification of completion of mail expdrt

oNotify aboutconsignments content exportéd T
OAuthorize uset T

oMailbox invitation expiratioa T

dMailbox has been closédT

oNotify about mailbox closure process beginming
oNotify about upcoming subscription exparyT
OSubscription downgrade T

ANotify aboutupcoming subscription downgradeT
oNotify about mailbox name changeT

oNotify about mailbox policy updatéd T

GThe 4 GB limit for the mailbox has been excee&ddd
GThe 4 GB limit for the mailbox has been readhéd
oNotify about suspend privilege T

oNotify about unsuspend privilege®

=4 =4 =4 -4 -4 -8 8 _a _a -8 8 _—a a8 _—a A

Below are the notifications that are set by default:

Notifications to e-mail address

+ Notification email address change

+ Notification phone number change

|| Notify about change privilege

V' SETTINGS.NOTIFICATIONS.EVENTS.CONSIGNMENTS_CONTENT_ARCHIVE_|
+ Notify about consignments content exported

,:‘ Authorize user

__| Mailbox invitation expiration

v/ Mailbox has been closed

v/ Notify about mailbox closure process beginning
+ Notify about upcoming subscription expiry

+/ Subscription downgrade

' Notify about upcoming subscription downgrade

Cancel

Figure 31 Settings- Tab- "Natifications" - Subtab - "Global" - checkbox "Default Notifications".

Below are the notifications that have been additionalglected, in addition to the default
settings:
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Notifications to e-mail address

~ Mailbox has been closed

" Notify about mailbox closure process beginning
+ Notify about upcoming subscription expiry

+ Subscription downgrade

+  Notify about upcoming subscription downgrade

n Notify about mailbox name change

~ Notify about mailbox policy updated

~ The 4 GB limit for the mailbox has been exceeded
+ The 4 GB limit for the mailbox has been reached
Notify about suspend privilege

__| Notify about unsuspend privilege

Cancel

Figure 32 Settings- Tab- "Notifications" - Subtab - "Global" - checkbox "Select Additional Notifications".

6.5"Folderg ¢ I 0 @

STEP dIn the &-olderd tab it is possible to manage additional folders. To create an additional
folder by which to further segregate mail, select the optisriid foldeé Ay GKS &ASOGA2Y
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< Settings

General Mailbox Users Notifications Folders Labels Rules Tariff plan  About application

Folders

@ see also: Consignment rules

™1 + Add folder

[J +Add folder

Figure 33 Settings- Folder creation step 1.

STEP ZEnter the selectedolder name.To create a new folder that will be visible in the folder
list, select the optiorgAdd".

Add folder

Name *

Folder name...

Cancel

Figure 33.1Settings- Folder creation step 2.

STEP :3At this pointthe list shows the foldecreated in the earlier steps of thastruction.
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Subsequent additional options are available for the created folder:

7 (0 KBenamefoldet 2LIGAZ2YT

7 0KSeartlt 2LIGAZYT

T U KBemavefoldere 2 LJUAZ2Y @
ﬂe-p_qreczenia Q ) N @ 8
firmowa asseco . F0|ders
¥ Send a consignment =

Inbox + Add folder

— HR Z o

= + Add folder

Figure 33.2Settings- Folder creation- step 3.
certumpl
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6.6"Labelg ¢ | 0 &

STEPIn the"Label€ tab, you can create labels that are used to mark mail so that you can find

0KSY Y2NB Slaiate I GSANlate2 RR F ySg fF0Stsx &
"iﬂ?reaenia Q. Search by consignment subject e ® ™ ® = 2

Adam Nowak .

AE :PL-28449-25883-ROJHF -89 « Settlngs

Change malloox

General Mailbox Users Notifications Folders Labels Rules Tariff plan  About application
™ Send a consignment

£ inbox Labels
P sem @ see also Consignment rules
D Drafts
o @ +Add label
Removed

ToOLS

USING THE MAILBOX =

Figure 34 Settings- Label creation step 1.

STEP ZIn the next window, enter the name ahe label to be created. You can also set its
background color and text color.

Add label
NAME *

| personal

@ sacxcrounncoior @) TEXTCOLOR

Cance' m

Figure 34.1Settings- Label creation step 2.
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GAfter entering the name of the label and defining the colors of the background and text,
selectthe"Addé 2 LIha &igledlabel will appear on the labels list.

« Settings

General Mailbox Users Notifications Folders Labels Rules Tariff plan  About application

Labels

+ Add labe

(LY
o

+ Add label

Figure 34.2Settings- Label creation step 3.

6.7"Ruleg ¢ I 0 @

JIn the " Y tab, you can see the active criteria based on which the mail will be sorted.
To set active rules, you must first enter labels and/or folddiisey are described in the sub
chapter above.
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"e-Doreczenia Q  Search by consignment subject oo @ w @ 8 &
Adam Nowak .
AE :PL-28449-25883-ROJHF-89 B “ settlngs
Change mailbax
General Mailbox Users Notifications Folders Labels Rules Tariff plan  About application
¥ Send a consignment
& oo Consignment rules
B sent ® See also: Labels To add a new rule use the consignment search function
[ Drafts
U Removed
To0LS
USING THE MAILBOX )

Figure 35 Settings- Rule creation step 1.

STEP 2To set the appropriate rules for mail, click on the three dots in the search bar and
additional options will expand. Select thec'archconsignmeng 2 LIGA 2 Y @

SUBJECT.

SENDER:

RECIPIENT:

RECEIVED. =]

Create rule Q Search consignments

Figure 36.1Settings- Rule creation step 2.

STEP:3Then in the upper right corner you wskke the option Create rulé. Select it to open the
rule wizard.
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‘ e-Dorgczenia Q  Search by consignment subject ® W™ @ 8
firmowa asseco Search results: 15 Consignments. Change criteria Create a rule End search
AE:PL-71312-55342-ABCDE-33 @
Change mailbox [2) ~ : 1-15/15 o < >
— et . Inbox
end a consignment
9 AE:PL-85538-40717-WVSAW-27 z potwierdzniem 11:57 15 Apr 2025
Q) search resuts Inbex
: AE:PL-85538-40717-WVSAW-27 tematttt 11:5115 Apr 2025
£3 inbox N B bodytt [ CERTUM-El-d6aadib7-aaln..
b Sent 12 Inbox
: AE:PL-85538-40717-WVSAW-27 odrzucona 12:49 1 Apr 2025
D Drafts 17
Inbox
| AEPL-85538-40717-WVSAW-27 temattryb 1 12:46 1 Apr 2025
M Rramavad
TOOLS N B~ oodyoa
USING THE MAILBOX £ Inbox
AE-DI ARRZAANTITAAMNIC AVALDT tamat 12-44 1 Are 2198

Figure 36.2Settings- Qeate a rule- step 3.

STEP 4n the next step, you can select the baritl [abe! and choose a label from the expanded
list. To expand the list, select the 'l 6¢S t AQG2 Yy ®

Consignments that meets your search criteria

@ DD LABEL

LABELS o

@ PLACE IN FOLDER:

D MARK AS READ

@ AcTivERULE

Savetherule :

Figure 36.3Settings- Rule creation step 4.

STEP:SThen you can select the barlace in foldet and choose a folder from the expanded list.
To expand the list, select thé"2 { € S NIO2 ¥y @
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Anuluj Select

(D MARK AS READ

@ AcTiveruLE

Savetherule :

Figure 36.4Settings- Rule creation step 5.

STEP 6To make a rule active, select the barctive rulé' and in the field Namethe rule" select
a name for the rule. After completing these steps, seléctvethe rule”.

B >~ ~ m

@ PLACE IN FOLDER
HR @ [}

P MARK AS READ

@ acTive ruLe

NAME THE RULE *

rule HR

Cancel Savetherule :

Figure 36.5Settings- Rule creation step 6a.

In addition to being able to save the rule, there is also an option to run it immediately. Click the
three vertical dots on the "Sawe rule" button and select theSave andun the rule (works
backwards) option. The rule will be saved and run.
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@ PLACE INFOLDER:

HR @

(P MARK AS READ

@ AcTive RULE

NAME THE RULE *

rule HR

» Save and run the rule (works backwards)

Cancel Savetherule :

Figure 36.5Settings- Rule creation step 6b.

ATTENTION!
A minimum of one of the following options must be selected for a rule to be saved and run:

1 add label,
1 place in folder,
1 mark as read.

L¥ GKS | aSRaty@Es | I2RS aakdSthéduld crebted in the previous step will
be shown. Next to the rule name, you can find the rule management panel.

It includes options such as:

aTurn offrule”;
OoExecutaule’;
oSettings;

oDelete Rulé

= =4 —a A
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‘ve-_D_c_weczenia Q I @ ™~ @ 8 &
firmowa asseco .

AE-PL-71312-55342-ABC0E-23 < Settings

General Mailbox Users Notifications Folders Labels Rules Tariff plan  About application

Send a consignment

Consignment rules

Sent Labe

hr QO »r & 0

USING THE MAILBOX

Figure 37 Settings- dw dzf S &-£Corsignmentw dzf S¢ . 2 LJGA 2 Y

6.8 'Tariffplare ¢ | 0 ®

This tab allows you to view information about the current tariff plan. Information such as the use
of the available space limit and details of the selected plan are displayed. In additigrogsible

to go to the Certum store to change the selected tariff pdathe button "Changeplan” is used

for this. After selecting this option, you are taken to the Certum Store, where the User can
continue the further process of purchasing the service.
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< Settings

General Mailbox Users Notifications Folders Labels Rules Tariff plan About application

Tariff plan

Change plan

0 k8 50 cs

v 1 user/ 50 as part of the plan
v Mass correspondence

v Import consignments

v 300 packages to companies

~ Text consignment notifications

v Infinity consignment storage

Change plan

Figure 38Settings- dTariff Plare ¢ | 6 &

c ¢ Aboud applicatiore ¢ | 60 ¢

Here you can find information on the current version of the application, as well as the regulations
of the privacy policy and-Belivery service.
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qel—‘ll?cl)reczenia Q  Search by consignment subject @ N @ &

Adam Nowak .

PL-28449-25883-ROJHF-89 B « SEttlngS
- General Mailbox Users Notifications Folders Labels Rules Tariff plan  About application
Inbox About application
ot Version: 3.5.0
femoved Terms and policy
Terms & Conditions for Certum eDelivery ©
TOOLS 2 Privacy Policy ©
Figure 39 Settings- "About applicatioré ¢ | 6 @
7. ot 22€ al N3
The tools bar is located on the left side of the mailbox management panel.
It is a sliding bar that includes options such as:
1 dContacts X
T "Massconsignmengd &
TOOLS bt
Contacts
Mass consignments
Figure406¢t 22t aé¢ . | N
certumpl
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7.1 "Contacts

The " Y option allows managing the User's address book. It is possible to add, delete and
modify contacts. With this option, a search of the contact list is also available.

The contacts are divided into categories:
1 OPublic institutiof;

T dnstitution or ron-public compawg";
T dndividual;

You can filter the contact list by contact type.

7 e-Doreczenia Q @ N B 8
«  Contacts New contact
Al Fi Public institution |_.|_ Institution or non-public company & Individual
Q
NIP, REGON No. or
Name PESEL Address ADE Changed
m Pagac LLC 7963781153 Kilback Burg 26/25, Sparks, 17-160 a} Q 2 B
Jﬂ Janex 5178359458 Dare Underpass 199/62, East Ay.. 4] Q Z B
. 13 I
Figure 4¥ Cantactsp €
certumpl
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7.1.1 Adding a contact automatically

STEP2¢ 2 FTRR | ySg 02y il Ol Adzcoriakdé 'RRNBER2 ® 22K ©f
where you should select the type of contact and enter its data.

Add contact
Search in onine drectory (BAE]

Q haxpayel Identification Number [NIP), National Economic Re

Tie fiekd s required
or add manually:

fii  Public institution

Offices, services, inspections

[E] Institution or non-public company
Companies from the (KRS) and [CEIDG], foundations, professions of
public tust

Figure 4% Adiling a contact automatically Step b ¢

STEPA T @2dz I RR | PORoftiudmiE TNBMyn Grk@Srpublic compang

category, it is possible tautomatically retrieve the data of this institution from the Database of
Electronic Addresses (BAE) based on its registration number (REGON or NIP). In order to
automatically retrieve the data of the added contact, enter its registration number and gress t
"Searchinonlinedirectory(BAE)X® o6 dzi G2y ® Ly GKS OFasS 2F G4KS 3N
which the system searched for the right person was given. To have the searched address
automatically added to your contact list, just click on it.

certumpl
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Add contact

Search in online directory [BAE]

Q  AEPL-61975-63843-IFNUD-17

Pagac LLC

Sparks, Kilback Burg 26/25, 17-160 Sparks
NIP 7963781153
AE:PL-61975-63843-IFNUD-17

fit Public institution
Offices, services, inspections

[5] Institution or non-public company
Companies from the [KRS] and (CEIDG), foundations, professions of
public trust

Figure 43.Y Adialing a contact automatically Step 2b ¢

STEP:df the action is successful, a message will appear in the upper right corner statingat:t
addeck. The contact along with its retrieved data will be in the contact list.

‘l e-Doreczenia Q  Search by consignment subject _

< Contacts New contact
il Public institution o [£] institution or non-public company 1 & Individual &
Q
. NIP, REGON No. or N
Name 2 PESEL Address ADE Changed <
E_ Pagac LLC 7963781153 Kilback Burg 26/25, Sparks, 17-160  AE :PL-61975-63843-IFNUD-17 B kilka sekund temu Q £ @
E Janex 5178359458 Dare Underpass 199/62, East Ay... AE:PL-81834-62865-HEFHH-21 B 2 miesigce temu Q £ »
1-2/2 < >
. , . . ,
Figure 43.20Adding a contact automatically Step 3p €
certumpl
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7.1.2 Adding a new contact manually

To add a new contact to the address book, sei&at €. A window will appear where
you should select the type of contact and enter its data.

If you select I ," you must provide the following data (asterisks indicate mandatory
fields):

OElectronic Delivery Address (ADE)
G/ 2y Gl O yIlYSE
oNational Identification Number (PESEL)
oFirst namé*;

dLast namg

OStreet;

oHouse numbér

oPremisesiumbet’;

dLocality;

oPostal codé

oPost officé;

oCountry;

dvoivodeshify

oEmail addresy

oDescriptiofi.

=A =4 =4 =4 4 -4 -4 -4 -4 -4 -4 -5 -8 -8 -4

Below you can see the process of manually adding to contacts:
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Add contact

&  Individual change
Citizens

ELECTRONIC DELIVERY ADDRESS (ADE) *

€.g. AE:PL-00000-00000-AAAAA-00

PLEASE ENTER YOUR CONTACT NAME *

Add a note v

No data

cance'

Figure 44 Adding a new contact manuallyd L Y RA"@ A R dzl f

If youselect an institution, you must provide the following data (asterisks indicate mandatory
fields):

OElectronic Delivery Address (ADE)
dTaxpayer ldentification Number (NIP)
dbl YSh

OStreet;

oHouse number

oPremises numbér

oLocality;

dPostal codg

dPost officé;

oCountry;

dVoivodeshify

OE-mail addres$

oDescriptiofi.

=A =4 =4 -4 -8 -8 8 -8 a8 a8 _—a _—a _—a

Below you can see the process of manually addingieolic institutior! to contacts:
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Add contact

fif  Public institution change
Offices, services, inspections

ELECTRONIC DELIVERY ADDRESS (ADE) *

€.g. AE:PL-00000-00000-AAAAA-00

PLEASE ENTER YOUR CONTACT NAME *

Add a note v

DATA FROM THE ONLINE DIRECTORY (BAE)

cance' m

Figure 45Adding a new contact manuallya t dzo f A O dhéy a G A Gdzi A 2y

If you select anon-public institution, you must provide the following data (asterisks indicate
mandatory fields):

OElectronic Delivery Address (ADE)
dTaxpayer ldentification Number (NIP)
oName'™;

OStreet;

oHouse numbér

oPremises numbér

dLocality,;

oPostal cod&

oPost officé;

oCountry;

avoivodeshify

oEmail addres$

oDescriptiof.

=A =4 =4 -4 & -8 -8 -8 —a _—a _—a _—a -2

S§t2¢ &2dz Oly 488 (KS LINBDE arsonauFlic ompadg f & B
contacts:

certumpl
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Add contact

El Institution or non-public company change
Companies from the [KRS)] and (CEIDG), foundations, professions of public
trust

ELECTRONIC DELIVERY ADDRESS (ADE) *

e.g. AE:PL-00000-00000-AAAAA-00

PLEASE ENTER YOUR CONTACT NAME *

| Addanote v

Cancel [@ Save

Figure 4& Adaling a new contact manuallg Nonpublic institution or company® €

7.2 "Massconsignment

This folder contains mail sent to more than one recipient.

Selecting amassconsignmenttakes you to the list otonsignmentsent within that mass
consignment The review and handling of individuadnsignmentis the same as for a regular
consignment sent. We treat each singleonsignmentas a regularconsignment Mass
consignmentcan be sent in three modes. Deleting onensignmentsent as part ofmass
consignmendoes not delete the entirenassconsignment; only the deleted item is affected.

certumpl
Pagebl infolinia@certum.



Q¢
Q¢
u»
O«
N

/ 2LBNAIKG 6 ! 5|

7 e-Doreczenia Q ® wm @ 8

Pawet Wojta -
£ Mass correspondence

v 1 v
:

To: 2 recipients temat 2:411 Apr 2025 >

Mrafte

Figure 47 Tools- dMassconsignmené

b

8. 1 OGA2Yy A TN KA IVRYE S\

8.1 Action I:Receipt ofconsignment

:ITo receiveconsignment go to the ' " folder and sortconsignmentaccordingly. In
this case, select the filtedAlE | 6 2 @S  doRsfynmenk Nelv cosi§nmentshould be
downloaded automatically. In addition, you can manually download cemsignmentwith the
0 dz( G=2nfhroaiz symbolized by an arrow. The time of receipt is also recorded for each
consignment lt is located to the right of theonsignmentine.
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7 e-Doreczenia Q sear ‘ b @ w e n 8

Figure 48 Receipt oftonsignmentg step 1

STEP AUnreadconsignments displayed in bold. To filter the view so that oobnsignmennot
8SUG NBOSAGSR I NBred#k 2BN{zi SINDT [ DDFIghRiekiBeIdy yourcani 2 F
see aconsignmenthat has not yet been received:

1 e-Doreczenia Q  Search by consignment subject @ ™ @ 88 2
firmowa asseco ¥ C 1-13/13 &
AE:PL-71312-55342-ABCDE-33 ©

Al o )
™ Send a consignment
AE:PL-85538-40717-WVSAW-27 z potwierdzniem 11:57 15 Apr 2025
L3 nbox 1
AE:PL-85538-40717-WVSAW-27 tematttt 1155115 Apr 2025
Sent | body.txt rof - CERTUM-El-d6aadb7-aa70.
Drafts AE:PL-B5538-40717-WVSAW-27 odrzucona 12:49 1 Apr 2025
AE:PL-85538-40717-WVSAW-27 temat tryb 1 2:46 1 Apr 2025
Removed
body.bat

TOOLS 3 AE:PL-85538-40717-WVSAW-27 temat 12:44 1 Apr 2025

USING THE MAILBOX R ] body.txt u‘ CERTUM-El-deedef55-6b9f.

Figure 49.1Receipt ofconsignmentc step 2

STEP 3To receive theonsignmentyou need to enter it. After this action, tlewnsignmenis
no longer available in theJnread' filter and goes to theRead mail.
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“7 e-Doreczenia ) sear ; b} ® ™ @ 1 8

Figure 49.2Receipt ofconsignmentg step 3

To filter the view so that onlgonsignmentreceived so far are shown, select theca€  F At 0 SNJ
above the listof mail. SNBE & 2dz OF Yy FA yReaYdokifnmeénk é§ Kg EKSK G AV §
earlier steps of the instructions was received.

7 e-Doreczenia

v e 1 2 « 1/1
AE:PL-20449-25803-ROF-00 &
O NSIGNMENT IDENTIFER
All a © ® 0 CERTUM-MS-14a2cabe-aB43-48e6-bacf-199e8e769d91 &
test consignment
™ Send a consignment
Jan Kowalsk test consignment 2:06 16 May 202 & Jan Kowalski
" enr- 10:06 16-05-2025 GMT+0
Inbox = B
bod B tesi00001p
> s ©
test consignment
Draf
Ret
Forward
Co
! ignment:

Figure 50a w S RCA £ (1 S NJp

LY FRRAGAZ2YZ AYy GKS dzLILISNJ NB@DKdikletd@2oNI SNIE2 T (0 KS
switch. It also allows you to viegonsignmenthat were previously deleted.
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qg—Qpreczenia N @ 2
firmowa asseco ~ C 1-20/20 o

AE :PL-71312-56342-ABCDE-33 B

co All

Send a consignment

—
g I bodyt
Sent AE:PL-85538-40717-WVSAW-27 z potwierdzniem
Drafts AE:PL-85538-40717-WVSAW-27 tematttt 5115
body.txt B~ CERTUM-El-d6aadibT-aaTe
Removed

AE:PL-85538-40717-WVSAW-27

AE:PL-B5538-40717-WVSAW-27

AEPL-85538-40717-WVSAW-27

ttile

odrzucona

temat tryb 1

NG THE MAILBOX Y bodyta

Figure 51"Showdeletedconsignmens¢ a g A 1 OK @

Modes of receivecconsignment

Receivedonsignmenis divided into the following modes (types):
1 ORegistered T

1 ORegistered with confirmatian T
1 ORegistered with € signatur& @

Depending on the type afonsignmentthe handling during collection varies. In the following
sub-chapters, this issue is described in more detail.

NOTE:

Gonsignmentwith confirmation of receipt is not available to public recipients and senders.

8.1.1 Receivingonsignment- "Registered Y 2 RS

certumpl
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This is the simplest type abnsignment Receipt of suchonsignmentconsists only of entering

it in the consignmentlist. Its content will be downloaded automatically from the server. This
process is described in th&end aconsignmené Action sub-chapter of this manual. Below you
can see theonsignmenbeing decrypted during the receiving process:

¥ e-Doreczenia

o
@
Do

firmowa asseco v C «— 1/14 >
AE:P 342-ABCDE-33 B
CONSIGNMENT IDENTIFIER

oo All CERTUM-MS-9d66ce2d-aehB-4e82-97e7-dBa3f67cf256 B

ttile
™ Send a consignment
From: AEPL-85538-40717-WVSAW-27 [

AE:PL-85538-40717-WVSAW-27 ttile
i 09:18 19-05-2025 GMT+0

O it .
(%) nbox ol body.txt
Sent AE:PL-85538-40717-WVSAW-27 z potwierdzniem { evide ©
title
Drafts AE:PL-85538-40717-WVSAW-27 tematttt
body.txt CERTUM-El-dbaadib7-aa70 el
Removed
AE:PL-85538-40717-WVSAW-27 odrzucona
Reply Forward
AE:PL-85538-40717-WVSAW-27 temat tryb 1

Figure 52 Receipt of ,,Registergcconsignment

8.1.2 Receivingonsignment- "Registered with confirmatios Y2 RS

:IThis is a type afonsignmentn which the recipient must confirm receipt. When you enter
the selectedconsignmenin the consignmentist, you will be prompted to confirm receipt of the
selectedconsignment To do so, select” t

certumpl
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q e-Doreczenia Q @ W @ 2
Adam Nowak v C A « LFal
E R L]
o all > CERTUM-MS-396da969-c89f-414d-afdc-692199c47865 &
consented consignment from Jan Kowalski
= Send a consignment v
Jan Kowalski consented consignment from Jan Kowalski 14DNI 12413 16 May 2025 rrow & Jan Kowalski
— senr: 10:13 16-05-2025 GMT+0
(=
Sen
o &4
o
““““““ 1 conf wsignment (pre-d
There are 14 days left to read it
Contacts

After that, it will be opened automatically.

Mass consignments

Skrzynka e-Dorgezenia Reject the consignment and give a reason
Premium

<1% 28 KB OF 50 GB

Figure 53w S OSA LN 2F bwS3IAadBNBRensstep Kk O2y FANNIF GA2Y €

STEP ZAfter confirmation of receipt, the contents of trensignmentvill be downloaded from
the server. Theonsignmentan also be rejecteq this option is described in more detail in the
sub-chapter on rejectingonsignment

7 e-Doreczenia Q @ ™ @ &
Adam Nowak v C VAT « mn
E R L]
o Al > CERTUM-MS-396da909-¢89F -414d-afde-692199c47865 &
consented consignment from Jan Kowalski
= Send a consignment v
Jan Kowalski consented consignment from Jan Kowalski 14DNI  12:13 16 May 2025 Frow & Jan Kowalski
- sent- 10:13 16-05-2025 GMT+0
kg Ir
Sent

Skrzynka e-Dorgczenia

<1% 28 KB OF 50 GB

Figure 541wS OSA LG 2F bwS3IAadcBNBRensstep R O2y FTANNI GA2YE

8.1.3 Rejectingonsignment- "Registered with confirmatiodh Y2 RS ®

certumpl
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JIf the User wants to reject the mail, then they mgstect the option F

1 e-Doreczenia Q ) @ ™ @
Adam Nowak v C VAT — 11
E .

5 CONSIGNMENT IDEN
o All CERTUM-MS-396da969-cB9f-414d-afdc-692199¢c47865 &
consented consignment from Jan Kowalski

Send a consignment g

Jan Kowalski consented consignment from Jan Kowalski 14DNI  12:13 16 May 2025 Frou & Jan Kowalski

- <ur- 10:13 16-05-2025 GMT+0

& inbox 1
Drats \__/
a

Skrzynka e-Dorgezenia Reject the consignment and give a reason
Premium

<1 28 KB OF 50 GB

Figure55wS2SOG A2y 2F bwS3IA ZonSignldrtstep i K O2y FANNIE GA 2y
ZAfter selecting the reason for rejection, confirm it with the opticgia'/¢.
Reasons for possibtejection of the mail receipt, in this case, are:
T "l refuse to accept this consigent’;

1 "The consignmerdddresss ircorrect’;
T "Incorrect consignment addres

After selecting the reason for the rejection, the system will perform the rejectiongamerate
the corresponding proof.

Theconsignmentan also be receivedthis option is described in more detail in the sub
chapter onconsignmenteception.

certumpl
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Select the reason for refusing receipt

() Irefuse to accept this consignment

) The consignment address is incorrect.
Mk tis

") Incorrect consignment address.

ditferent address.

Cancel

Figure 56.ilwS2SO0G A2y 2F bwS3IA onSighartsiepdi K O2y FANXIF GA2Y

STEP :3The rejectedconsignmentwill contain information about the fact that it is rejected

consignment the date of the rejection action and the reason for rejection selected by the user
will also be recorded.

*7 e-Doreczenia Q Search by consignment subject @™ @® 8 g
Adam Nowak O~ : C usw mogo< « 171 < >
AE:PL-20419-25803-FOMF-09 B
Change mailbcic CONSIGNMENT IDENTIFIER

@ Al © Uead® & Read 1 O Show delered consignments  CERTUM-HS-€baB1ae-0ed6-4891-816F-6911be1dbT6a &
consented consignment from Jan Kowalski

* Send a consignment

[ Jan Kowalski consented consignment frem Jan Kowalski 1216 16 May 2025 rrowt & Jan Kowalski
- seur- 1096 16-05-2025 GMT+0 More detaits

&3 Inbox 1

- | D see evidences

This consignment was rejected by you.
™ rafs z
Date of rejection : 16.05.2025 1217

) oammuan =

TooLs
B comacs

£ Mass consignments

USING THE MAILBOX ¥

LR p—
Premium — )

Packages Remains 299

<1% 28 KB OF 50 GB

Figure 56.2wS2S00 A2y 2F bwS3IA xonSgnlertstepdi K O2Yy FTANY I GA2Y

8.1.4 Receivingonsignment "Registered with esignatureéé Y2 RS

certumpl
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IThis is a type o€tonsignmentin which the recipient must confirm receipt using an
electronic signature. When you enter sucbnsignmenin the list of mail, you will be prompted
to confirm receipt of thixonsignment This should be done by selectirig!

“4 e-Doreczenia

firmowa asseco ~

s/ o - 1/15 >
CERTUM-MS-5ccB74d6-b622-4170-a071-beFB7892ac15 ¢
e-sign
Send a consignment g
AEPL-8SSI8-40TIT-WVSAW-27 wsion 140M 115019 May 2025 AEPLESSIBA0TTIWVSAWZT 5

b 700 A AT AT . 09:50 19-05-2025 GMT+0

AE:PL-85538-40717-WVSAW-27 tematttt 115115 Apr 2025

AE:PL-85538-40717-WVSAW-27 odrzucona 12:49 1 Apr 2025

AE:PL-85538-40717-WVSAW-27 temat tryb 1 12:46 1 Apr 2025

Figure 57 Acceptance of "Registered with-ed A 3 Y | corgatiBént step 1.

2After selecting the option to open theonsignment you are redirected to the next
window. Once the confirmation of receipt process begins, the electronic signature prnodess

begin. Once the electronic signature is performed, the contents of the mail will be downloaded
from the server.

Theconsignmentan also be rejectedin this case, this decision must also be confirmed with an

electronic signature. This option is described in more detail in the subsection on rejecting
consignment

After clicking the € ¢ odzil2y> | GAYR26 oAt f | LIS N
medium on which the User's qualified certificate is contained.

Currently, it is possible to select signature media, such as:
1 d&SimplySigh

T dLocal signaturé
T d do not have aignature.

certumpl
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Sender requested signature
confirming receipt of
consignment

& simplysign

Electronic sgnature in SmphSign cloud

Local signature

et the card into the reader connected 1o your
device

| do not have a signature

Purchase an slectronic sigrature

Abort the signing process

Figure 58.1Acceptance of "Registered with-ed A 3 y | corasitydént step 2.

STEP :3Depending on the choice of signature medium, the User willrdmrected to the
appropriate process for signing documents.

bg

Sender requested signature
confirming receipt of
consignment

SIGN.DESCRIPTION

THE SIGNING PROCESS IS IN PROGRESS.
PLEASE WAIT.

Abort the signing process

Figure 58.2Acceptance of "Registered with-ed A 3 y | coraatydént step 3.

STEP ZAfter selecting it, a page will appear with a statement that the User will have to sign. To
startthe signing process, select theityr!" option in the upper right corner of the page.

certumpl
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Process iventfur 3e541250- 2a2e-4743-9484- 59 20062649
1e-Dor¢czenia Vel 18052005 1226
R ) CERTUM-CE3-6b3425e5-0a75-4e5¢-D50d-318619108,

<2xml version="1.0" encoding="UTF-8"?> <ns2:Evidence
xmins:ns2="http://uri.etsi.org/19522/vi#"
xmins:ns3="urn:oasisnames:tc:SAML:2 O:assertion”
xmins:nsd="http://www.w3.0rg/2000/09/xmidsig#"
xmins:ns5="http://www.w3.0rg/2001/04/xmilenc#" version="EN319522v1.1.1">
<nsZtvidenceldentifier>CERTUM-CE3-6D3425e5-0a75-4e5C-b5dd-918619108576</ns2:Evi
«ns2ERDSEventid=http://certum.pl/ERDS/Event/ConsignmentAcceptanceWillDeclaration|
<ns2E ons> <ns2E on=>

<Code>http://certum pl/ERDS/EventReason/ConsignmentAcceptanceWillDeclaration</
<Details>| hereby accept the consignment consent</Details>
<Details>Niniejszym akceptuje zgode na odbior przesyiki</Details>
</nsZEventReason>  </ns2:EventReasons>
<EventTime>2025-05-19T09:53:28.381Z</EventTime>
<ns2:EvidencelssuerPolicylD>
<PolicylD>urn:old:1.2.616.1.113527.2.4.1.4.2</PolicylD>
<PolicylD>urn:oid:1.2.616.1.113527.2.4.1.4 4</PolicylD>
</ns2:EvidencelssuerPolicylD>  <ns2:EvidencelssuerDetails>
<ns2identity> <ns3:Attribute FriendlyName="LegalName"
Name="http://eldas.europa.eu/attributes/legalperson/LegalName”
NameFormat="urn:oasis:names:tc:SAML:2.0:attrname-format:uri™>
<ns3:AttributeValue xmins:xs="http:/ /www.w3.0rg/2001/XMLSchema”
xmins:xsi="http:/ fwww.w3.0rg/2001/XMLSchema-instance”
Xsltype="xs:sring"> O 5 Axfiis eValue>
</ns3:Attribute> RANIESIaR oI Personidentifier”

Figure 58.3Acceptance of "Registeredwitheé A 3y | corgatBént step 4.

STEP 5To sign the document it is necessary to log in to your SimplySign account.

“7 e-Doreczenia Vi 19

CERTUM-CE3-6b34255-0a75-4e5¢-D500-9186191D8

<7xml version="1.0" encoding="UTF-8"?> <ns2:Evidence
xmins:ns2="http://url.etsl.org/19522/vi#"
xmins:ns3="um:oasis:names:c:SAML:2.0:assertion”
xmins:ns4="http://www.w3.0rg/2000/09/xmidsig#"
xmins:nsS="http://www.w3.0rg/2001/04/xmlenc#” version="EN319522v1.1.1">

<ns2Evide ~18619108576</ns2EVi
<ns2ERDS . . *  @ncewiliDeclaration
<ns2:Even SlmplyS|gn

<Code>ht v ALrEoO zeWillDeclaration</i
<Details>|

<Detalls>t Signing requires SimplySign authorisation

</ns2:Eve

<nsZ:Evide

<PolicylD>urn:old:1.2.616.1.113527.2.4.1.4.2</PolicylD>
<PolicylD>urmn:old:1.2.616.1.113527.2.4.1.4.4</PolicyID>
</ns2:EvidencelssuerPolicylD>  <ns2:EvidencelssuerDetalls>
<ns2:dentity> <ns3:Attribute FriendlyName="LegalName"
Name="http://eidas.europa.eu/attributes/legalperson/LegalName”
NameFormat="um:oasis:names:IC:SAML:2.0:altmame-formaturl'>
<ns3:AttributeValue xmins:xs="http://www.w3.0rg/2001/XMLSchema™
xmins:xsi="http://www.w3.0rg/2001/XMLSchema-instance”
xsitype="xs:slring >Assasa ilauteValue>

</nsZ:Attribute> R ARERESN : P sonldentifier”

Figure 58.4Acceptance of "Registered with-ed A 3 y | corasatydént step 5.

STEP 6To log in to the SimplySign signing service, you will need to enter your application login
credentials. It is necessary to enter therail address and token from SimplySign application.

certumpl
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Ef SlmplySIQn English

oy Or@Co

Login
to SimplySign

E-MAIL 0 Remember me

TOKEN FROM THE MOBILE APPLICATION SIMPLYSIGN

© certum

Figure 58.5Acceptance of "Registered with-ed A 3 y | coraatydént- step 6.

STEP /After logging into SimplySign, it will be possible to select the User's certificate.

“7 e-Doreczenia

N CERTUM-CE3-705e9c3f-a2de-4c7e-97Ic-cbe52ecac

S00f907-0c83-4ckof-5608-cB22ebadnfel

# PoDPISZ

<?xml ve¢
<ns2:Ev:
xalns:n¢
xmlns:ng
xmins:ng

<nsi
ns2:Evic
<ns2:ERl

n</ns2:E
<nsi

<Code>ht
Code>

</ng
<Eve
<nsi

</ng
<ns:

Name="ht
NameForn
xmins:xs
xsi:type
Name="ht
NameForn
xmlns xs

xsi:type

Name="ht
NameForn

Podpisz dokument X

Podpisujesz jako: Julian Markowski

CERTYFIKAT
7</
- . =
Janusz Otpowski etio
FAKSYMILE
on</
Data podpisu
"Elektronicznie podpisany a2
KOD PIN
\Wprowadz kod PIN
hema'
hema"
Anuluy
U OO LA SRRy - |\

xmlns:xsi="http://
xsiitype="xs:string"|

</ns3: At

T

Figure 58.6Acceptance of "Registered with-4 A 3 y | chresitént: step 7.

Ans su/ateeihiatas/lansinarenn/l ansiDareantddrace!

STEPA FGSN) aSt SOGAYy3a GKS ! aSNDRa OSNISKoF apbdn,i S =

the declaration will be signed.

Page63
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u: a00fOf07-0c83-4daf-06a8-cB22ebadafel
) CERTUM-CE3-705e9C3r-a2de-4c7e-971c-ches2ecac.. ey

Idertyfikator pr @ Dokument podpisany

Pobierz dokument ~

‘I e-Doreczenia

<?xml _version="1,0" encoding="UTF-8"2

<ns2:Evidence xmlns:ns2="http://uri, s 0rg/19522/v1#"

Xmlns:ns3="urn:0asis:names:tc:SAML:2.0:assertion"

xmlns:nsd="http://wwni.u3.org/2000/08/xnlds1gs"

Xmlns:ns5="http: //uww.w3.0rg/2001/04/xmlencs" version="EN319522v1.1.1">
<nsz:Evidenceldentifier>CERTUN-CE3-705e9¢3f -a2de -4cTe-971c -che52ecac257</

ns2:Evid
<ns2:ERl i aratlio
pezist  Dokument podpisany x
<nsi
<Codexht -
Gode>
1s>
</ns
<Eve
<nsi
Podplsano
</ng
<nsi Pobierz dokument ~
Name="ht
NameForn Zamknij
hema"
xmlns:xs
xsiitype

</ns3:Attributes
<ns3:Attribute FriendlyName="LegalPersonIdentifier"
Name="http://eidas. europa.eu/attributes/legalperson/LegalPersonldentifier”
NameFOrmat="urn:0asis:names:tc:SANL:2.8:attrnane-format:uri">
<ns3:AttributeValue xmins:xs="http://w.w3.0rg/2001/XMLSchena"
xmlns:xsi="http://wiw.w3.0rg/2001/XMLSchena-instance”
xsiitype="xs:string">NTRPL-0000421310</ns3: AttributeValue>
</ns3; Attrlbute>
ute FriendlyName="VATRegistration
Name="http: //eidas. ewopa eu/attr:butes/legalpersar\/VATRqustratJor\Nun\ber
NameFormat="urn:0asis:names:tc:SANL:2.6:attrnane-format :
<ns3:AttributeValue xmins:xs="http: i3 urg/zom/xmsmema
xmlns:xsi="http://i
xsi:type="xs:string"|
</ns3;:At

2.0.70- SNAPSHOT|

nnnnnnnnnnnnn

Figure 58.7 Acceptance of "Registered with-ed A 3 y | corasitydént step 8.

STEP :Another option available on this screen is the option to download the document. To do
this, select the Download documerit option in the top right of the window.

The following options will then be displayed:

T oDownload documenrd - in this case only XML information about the mail will be
downloaded,

T oDownload with proof- in this case, XML information about the mail and a qualified
validation report will be downloaded.

When youselect Closé, you will return to the list of mail and you will see the mail you have just
accepted.
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"’e—Doreczenia Q rch by consig ibject ® ™ @ 2 8
firmowa asseco ~ C 1-15/15 & « 9/15 < >
AEIPL-71312-55342-ABCDE-31 B

AE:PL-85538-40717-WVSAW-27 wiadomesc z podpisem

ONSIGNMENT IDENTIIER
CERTUM-HS-ef7822b6-1867-4f11-99b6-1eBbab@18264 &

wiadomosc z podpisem
™ Send a consignment podpl

AEPL-85538-40717-WVSAW-27 remat 422 6 Mar 2025 v AEPL-8SSIB-A0TIT-WVSAW-2T [
£d nbox 15 > Sera £x1. 09:58 11-03-2025 GMT+0 More cet
Sent AE:PL-85538-40717-WVSAW-27 testy 03032025 15:04 3 Mar 2025 T dend ['e]
e CERTUM-EI-35175152-228 wiadomosc z podpisem
ous "
AEPL-85538-40T17-WVSAW-27 praesylka Lo
Removed
t
By cerrun 0 4 6 14d [1pd
AEPL-85538- 40717 WVSAW-27 testy 27022025
Reply Forward
AEPL-85538-40717-WVSAW-27 185t 2 potwierdzeniem 14 Nov
AE-PL-85538- 40717 WVSAW-27 tematyy 1109 14 Nov 202
HE MuLB

Figure 58.8Acceptance of "Registered with-ed A 3 y | corasitydént step 9.

8.1.5 Rejectingonsignment- "Registered with e signature€ mode.

STEP :AThis is a type otonsignmentin which the recipient must confirm receipt using an
electronic signature. When you enter such mail in the listafsignmentyou will be prompted
to confirm receipt of thisonsignment If the User wants to reject theonsignmentwith stating

a reason, then they should select the optioR&ject the consignment and give a reastn

qe-Doreczenia Q bject @ ™ ® 8 &
firmowa asseco v C 1-15/5 & « /15 >
- COMSIGNMENT IpENTIE
oo AN o CERTUM-MS-SccB74d6-b622-4170-abT1-bcf878920c15 &
e-sign
™ Send a consignment 9
AEPL-85538-40717-WVSAW-27 e-sign £18DM 1E5018 May 2025 rho. AEPLSSIB-07I7-WVSAW-27 5}
&3 nbox 1 anr. 09:50 19-05-2025 GMT+0

AEPL-85538-40717-W!

Drafts AEPL-85538-40717-WVSAW-27 g
8
- AE:PL-8S538-40717-WVSAW-27 tematttt 115115 Apr 2025
T signment | )
body -
AEPL-85538-40717-WVSAW-27 odrzucona 12:491 Apr 2025 R
After that, it will be opened automati
AE:PL-85538-40717-WVSAW-27 temat tryb 1 12:461 Apr 2025 After that. it will be opened automatically
ody
€ Open consignmant
AEPL-85538-4077-WVSAW-27 temat .
Reject the consignment and give a reason
pocyte . CERTUM fl-docdieS5-609 g o 9

Figure59: Rejection of "Registered with ed A 3 y I corositydént step 1.
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STEP ZAfter selecting the option to reject theonsignmentyou are redirected to the next
window.

The available options for the reason for refusal of receipt are:

1 "l refuse to accept this consignment"”;
1 "Theconsignment address is incorrect";
1 "Incorrect consignment address ".

Select the reason for refusing receipt

) Iretuse to accept this consignment

) The consignment address is incorrect.

Figure60.1: Rejection of "Registered with e A 3 y | chrgatiBiént step 2.

STEP ZAfter going through the step of providing a reason for rejection, the electronic signature
process will begin. Once the electronic signature is performed, the contents ebtignment
will be downloaded from the server.

Theconsignmentcan also be receivedin this case, this action must also be confirmed with an
electronic signature.

Currently, it is possible to select signature media, such as:

T a{AYLX &{A3YybHT
T a[ 20+t &aA3ayl ddz2NBbHT
T aL R2 y24 KFE@S | aAx3ayl idNB¢ o
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b

Sender requested signature
confirming receipt of
consignment

& simplysign

Electronic sgnature in SmphSign cloud

Local signature

et the card into the reader connected 1o your
device

| do not have a signature

Purchase an slectronic sigrature

Abort the signing process

Figure60.2: Rejection of "Registered with e A 3 y | chrdatiBiént step 3.

STEP “4Depending on the choice of signature medium, the User will be redirected to the
appropriate process for signing documents.

7

Sender requested signature
confirming receipt of
consignment

SIGN DESCRIPTION

THE SIGNING PROCESS IS IN PROGRESS.
PLEASE WAIT.

Abort the signing process

Figure60.3: Rejection of "Registered with e A 3 y | corgatiBiént step 4.

STEP HAfter selecting it, a page will appear with a statement that the User will have to sign.
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8541250- 202047439434 50226054

I e-Dorgczenia N cearon
ourece CERTUM-CE3-6b3425e5-0a75-4e5C-b50d- 918619108,

<2xml version="1.0" encoding="UTF-8"?> <ns2:Evidence
xmins:ns2="http://uri.etsi.org/19522/vi#"

xmins:ns3="urn:oasisnames:tc:SAML:2 O:assertion”
xmins:nsd="http://www.w3.0rg/2000/09/xmidsig#"
xmins:ns5="http://www.w3.0rg/2001/04/xmilenc#" version="EN319522v1.1.1">
<nsZtvidenceldentifier>CERTUM-CE3-6D3425e5-0a75-4e5C-b5dd-918619108576</ns2:Evi
«ns2ERDSEventid=http://certum.pl/ERDS/Event/ConsignmentAcceptanceWillDeclaration|
<ns2E ons> <ns2E on=>

<Code>http://certum pl/ERDS/EventReason/ConsignmentAcceptanceWillDeclaration</
<Details>| hereby accept the consignment consent</Details>

<Details>Niniejszym akceptuje zgode na odbior przesyiki</Details>
</nsZEventReason>  </ns2:EventReasons>
<EventTime>2025-05-19T09:53:28.381Z</EventTime>

<ns2:EvidencelssuerPolicylD>

<PolicylD>urn:old:1.2.616.1.113527.2.4.1.4.2</PolicylD>
<PolicylD>urn:oid:1.2.616.1.113527.2.4.1.4 4</PolicylD>

</ns2:EvidencelssuerPolicylD>  <ns2:EvidencelssuerDetails>

<ns2identity> <ns3:Attribute FriendlyName="LegalName"
Name="http://eldas.europa.eu/attributes/legalperson/LegalName”
NameFormat="urn:oasis:names:tc:SAML:2.0:attrname-format:uri™>

<ns3:AttributeValue xmins:xs="http:/ /www.w3.0rg/2001/XMLSchema”

xmins:xsi="http:/ fwww.w3.0rg/2001/XMLSchema-instance”

xsl:[ype="xs:str\ng'> <5 jiglauteValue>

SHERGIRANESIE - P orsonidentifier”

Figure60.4: Rejection of "Registered with e A 3 y | chrdatiBiént step 5.

</ns3:Attribute>

STEP 6To sign the document, select the optioailyr!" in the upper right corner of the page. A
window for logging into the SimplySigarvice will appear. After logging in, the User can use their
certificate and sign the document.

) CERTUM-CE4-0e52e

7 e-Doreczenia

Podpisz dokument x

dpisujesz jako: Julian Markowski

Kame="ht
NameFors

hena'
xmlns:xs
xsi:type
Name="h1
KameFore

hesa'
xmlns:xe
xsi:type
vaperpy AN -
KameFort

hema"

xmins.
xsi:tyy

Name="http://eidas. e}

Figure60.5: Rejection of "Registered with ed A 3 y | coreadtiBiént- step 6.

STEP /After a successful signing of the document, a message will appear that the document has
been signed. You can then close the signature process window and return to the active mailbox.
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|GENty KAOr PrOCESU: 3DUBCLAT-43UU-AU0e-E50 . TODUDTYGDTaD, ) Dokument podpisany
) CERTUM-CE4-0e52e1c3-82c2-decl-85d-20bC 721563 CEy e e Pobierz dokument =

“J e-Doreczenia

<2xml version="1.8" encndmg— UTF-8"2>
<ns2:Evidence xmins:ns2="http://uri. etsi. org/10622/v1s"
: . :

TEp ¢ £/l 3. 07/ 2000/60 /xmldsigs"
xmins:ns5="http://ww.w3.0rg/2001/04/xmlenc#" version="EN319522v1.1.1">
<ns2:Evidenceldentifier>CERTUM-CE4-Ge52e1c3-82c2-4ecl-857d-20bc721563f2</

ns2:Evid
<ns2:ERL . « -
Jner  Dokument podpisany

<ns:
<Code>ht s

-

</ns

b

<nsi

Podplsano

</ns pl

o Pobilerz dokument ~
Name="ht
NameForn

Zamknij hema”

xmlns:xs
xsi:type

<ns3:Attribute FriendlyName="LegalPersonIdentitie
Name="http: //eidas. europa. eu/attrmutes/1egalpersun/Legalpersunmenmher
NameFormat="urn:oasis :names: tc:SAHL:2.0:attrnane-format: u
<ns3:AttributeValue xmins:xs="http://uwd. 3. nrg/zonl/XMLSchema”
XmIns:xsi="http: //wwi.w3.0rg/2001/XNLSchema - instance”
xsi:type="xs:string">NTRPL-00800421310</ns3: AttributeValue>
</ns3:Attribute>
<ns3:Attribute FriendlyName="VATRegistration”
Name="http:/eidas. curopa. cu/attributes/legalper son/VATRegistrationkunber”
NameFormat="urn:0asis:names: tc:SANL:2.8:att rname- format:uri”
<ns3:AttributeValue xmlns:xs="http://uwa.w3 arg/zoul/xMLSchema"
XmIns:xsi="http: //wni.w3.0rg/2001/XNLSchema - instance”
xsi:type="xs:string'"
</nsa:At
s3:ALE]
Name="http: //sldas e

2.0.70-SNAPSHOT

Figure60.6: Rejection of "Registered with e A 3 y | corgatiBiént step 7.

STEP :BAnother option available on this screentli® option to download the document.

this, select the Download documerit option in the top right of the window.
The following options will then be displayed:

1 d&Download document - in this case only XML information about the mail
downloaded,

To do

will be

1 d&Download with proof- in this case, XML information about the mail and a qualified

validation report will be downloaded.

The rejectecconsignmentvill contain information about the fact that it is rejectednsignment
the date of the rejection action and the reason for rejection selected by the user will also be

recorded.
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Figure60.7: Rejection of "Registered with ead A 3 y | corgafiBiént step 8.

8.1.6 Activities related to the receivedonsignment

For aconsignmenti K i Aldbod Y TEKRSHE GKS F2ff2¢gAy 3 2LIGA2)

T aal N] '8 dzyNSI R

T aalN] TtTa NBIR

T "Accep consignment,

1 "Rgectconsignmerit,

T ! RR 2NJ NBY2@S (Il 06St a

1T ¢daz2@S U2 FT2f RSNJ

7 at NRy

1 GawSY2@S". 02y GSyi
ATTENTION!

Accept consignment the option appears in the menu when there are uncollectedsignment
on the list that require confirmation of receipt or electronic signatuReject consignmerg the
option appears in the menu when there are uncollectehsignmenton the list that require a
receipt or electronic signature.
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